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Chief, Administrative Services 28 September 1651 \
Chief of Procurement
Request for Assignment of Messenger S
. o
1. It is requested that a messenger be permanently detailed to the woe
Procurement Office, o
' Ve i\‘”}im\
2, Present Agency messenger service is inadequate for Procurement A

Office requirements, (N

\ton 3. Subject request is sutmitted, based upon the following Justifica-
H .

8. Seven to ten days are required under present conditions to
effest processing of a purchase order, Proceasing procedure con-
sists of the transmittal of the purchase order from the Procurement
Office to Budget Office; from Budget to Fiseal; and final notice to
Proeurezent, Geographic distribution of the offices involved
sreates much of the time loss problem, It is contemplated that
assigned messenger service ean reduce processing time to 2 or 3 days
at the muximnm, B

®, The processing of Letter Orders to G-4, Pentagon, is handled
on a mandatory emergency basis, Yach order is hand earried to the
Pentagon to insure expeditious action by the office handling the

blem, Procurement Office operating officials are presently
m'l.n'g to carry the orders themselves, _

8. Requests for lists of materiel from the Favy and Air Forece
on prices and availability are required on a daily basis and are
of such urgeney that no delay ean be afforded, Because of the lack
of adequate service, high graded persomnel are forced to hand ecarry

_ the necessary documents,

4, The date and hour are frequently esaertial to the effect:
of a contract or bid, establishing the need for postal date and
hour stamping prior to a partieular deadline, Present messenger
faeilities camnot guarentee this,

¢, The procurement of small rush and petty cash items, as re-
quested by the Operating Divisions and Agency top echelons, cannot
be effscted by present avallable service, The needs, as they arise,
are mandatory and expeditious in nsture, consequently, there is no
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alternative other than for the Procurement Officers to make the
plek-ups themmelves to the detrimert and loss of time in the aceom~
pliamgnt of their mgular duties.

ANDREW E, VAN ESS0
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